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Message:

 
Teams meeting organizers can view and download a meeting attendance report.  Meeting organizers will find the download attendance feature in the Participants panel.

Select the Participant icon to show the participants panel:

From the Participants panel select the ellipse … to open the menu

 

Select “Download attendance list” from the menu to download a .CSV attendance report.
 

Additional
Information:

 
You Tube Video:

How to Track Attendance in Microsoft Teams
(Disclaimer: Information covered in external resources may not always apply or be available in the Government Community Cloud -GCC- environment.)
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